
5 FAH-1 H-820  
 PREPARING DEPARTMENT NOTICES 

(TL:CH-2;   05-30-1998) 

5 FAH-1 H-821  GENERAL 
(TL:CH-2;   05-30-1998) 

a. The Office of Multi-Media Services (A/RPS/MMS) publishes 
Department Notices.  Drafters may prepare Department Notices using 
either of the following methods: 

(1) Plain white bond paper (8 1/2 x 11)—Use one-inch margins on 
all sides.  Center and bold the title as the first line of the Department Notice.  
Begin text two spaces below the title, single space the text in block style, 
and double space between paragraphs. 

(2) Form DS-1337—This form is available on the CD-ROM Infoforms 
(see Exhibit 5 FAH-1 H-824).  It contains both clearance and distribution 
areas indicated within the masthead.  Drafters should prepare the Notice 
using the same format as indicated in (1) above. 

b. Prepare additional pages on 8 1/2" x 11" plain white bond paper. 

5 FAH-1 H-822  DRAFTING AND CLEARING 
DEPARTMENT NOTICES 
(TL:CH-2;   05-30-1998) 

a. The originating office drafts, obtains clearances, and initiates 
publication of the Department Notice.  This office obtains clearances from 
any office concerned with the substance of the Notice.  The originating 
office also coordinates Notices designated for distribution to employees of 
IDCA, USIA, and ACDA with the responsible officials in those agencies. 

b. The drafting (originating) office must retain a record of clearances 
for the Notice. Clearance information appear in the masthead (preprinted 
heading) on Form DS-1337.  When using plain bond paper, drafters should 
attach a separate page on top of the Notice with the necessary clearance 
information. 



5 FAH-1 H-823  DISTRIBUTION 
(TL:CH-2;   05-30-1998) 

a. Drafters indicate distribution instructions at the top of Form DS-1337 
by circling one of the following patterns: 

(1) All employees State; 

(2) All employees State, USIA, ACDA, and IDCA. 

b. For Notices prepared on plain bond paper, distribution is noted in 
the "Distribution" block on Form DS-5 (Department of State Requisition for 
Publishing, Reproduction, and Distribution Services).  See 5 FAH-1 H-824  
Exhibit H-824. 

5 FAH-1 H-824  REQUEST FOR PRINTING 
(TL:CH-2;   05-30-1998) 

a. Drafters should complete Form DS-5 (5 FAH-1 H-824  Exhibit H-
824) to be forwarded along with the completed Form DS-1337. 

b. The blocks on the DS-5 beginning with "Appropriation" must be 
completed by the organization's budget officer before A/RPS/MMS will 
accept the form. 

c. The drafter initials the DS-5R at the top right of the form to verify 
service desired and submits both forms to the Multi Media Services 
Division, Room 1758. 
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